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	Management of Prisoner Photographs

	Section
	2. Prisoner Management

	CR Number
	2.3.5
	Current Issue Date
	August 2019

	Legislation & Policy 
	Corrections Act 1986

Public Records Act 1973
Privacy and Data Protection Act 2014
Retention and Disposal Authority for Records of Corrections Victoria (PROS 12/02)

	Standard
	Safety and Security Services - Security

	Attachments
	Nil

	Forms
	Consent for the Collection and Use of Prisoner Photographs/ Videos for Recreational Events or at a Prisoner’s Request 


1 PURPOSE
This Commissioner’s Requirement is intended to minimise the risks associated with the management of photographic images and equipment while adhering to the Public Records Act 1973 and the Retention and Disposal Authority for Records of Corrections Victoria (PROS 12/02).The Public Records Act sets specific requirements for the effective management of public records, and provides the governing framework for Public Record Office Victoria and the Keeper of Public Records.
2 REQUIREMENT

Corrections Victoria must have processes in place to capture, manage and dispose of prisoner photographs.
3 GUIDING PRINCIPLE
Some of the photographs that are captured and retained within prisons in Victoria are pursuant to specific requirements under the Corrections Act 1986 (e.g. identity photographs).
4 CONTEXT
Prisons in Victoria capture and manage a range of photographs for various purposes including, but not limited to, the reception/orientation of prisoners, functions, events and programs involving prisoners and staff, and incident management and reporting.

5 INSTRUCTION 
5.1 Requirements for Photographs & Photographic Equipment

All photographic equipment, excluding mounted cameras in designated areas of a prison, must be stored in a locked and secure cabinet or office when not in use.
5.2 Use of Cameras
5.2.1 Cameras and memory cards that are provided to nominated staff for a specific purpose (e.g. incident recording) must only to be used for that specific purpose, unless permission to use the equipment has been granted by the relevant Operations Manager at the prison.
5.2.2 Photographs must be uploaded to a restricted prison local drive or other suitably restricted information management system and deleted from a camera or memory card, as soon as practicable. 
5.2.3 Prisoner identity photographs must be taken at the prisoner’s reception into prison custody; when a prisoner’s image has changed through-out their sentence; and for sentenced prisoners, on discharge, where the identity photo is more than a month old.  When a remand prisoner is being discharged after a TeleCourt appearance, and their identity photograph is older than a month, a new photo is also to be taken. 

5.2.4 All prisoner identity images, must be uploaded on E*Justice.
5.2.5 Cameras used to collect photographs as part of incident management must have the correct date and time programmed into their settings, and any photographs taken must be date/time-stamped with the correct date and time.
5.2.6 Where staff are permitted to carry mobile telephones within the prison, the use of in-built cameras is not permitted, unless approved by the General Manager.  Any staff member granted permission to carry a mobile telephone within the prison (regardless of whether it is a department-issued or personal device) does so on the understanding that the device may be subject to inspection for any unauthorised photographs or video captured.
5.2.7 Prison staff must consider the privacy and security risks associated with the dual use of cameras to take photographs of both prisoners and prison staff.
5.3 Privacy
With the exception of prisoner photographs taken for a prison’s or other agency’s identity management purposes, or to document incidents, written consent must be obtained from prisoners prior to photographs being taken, unless otherwise determined by the General Manager (refer to the Consent for the Collection and Use of Prisoner Photographs/Videos for Recreational Events or at a Prisoner’s Request).  
5.4 Printing/Processing Recreational Photographs
5.4.1 Photographs captured for recreational purposes must only be used for the specific purpose for which they are acquired, consistent with the prisoner’s written consent, or for other purposes permitted by both the Corrections Act 1986 and Privacy and Data Protection Act 2014.
5.4.2 Consideration must be given to the printing and processing of photographs on site, where practicable, to avoid a privacy risk arising from unauthorised access or use by third parties.

5.4.3 The number of photographic images printed/processed per prisoner in a given time period may be determined by the General Manager.

5.5 Retention and Disposal of Photographic Images
5.5.1 All identification / admission-related photographs are to be saved in E*Justice. 

5.5.2 The retention and disposal requirements for digital or printed photographs are outlined in the Retention and Disposal Authority for Records of Corrections Victoria (PROS 12/02).

5.5.3 Admission-related photographs or incident management and reporting photographic material should be retained for 7 years after prisoner release or is transferred to another prison and/or remand centre.
5.6 In-Cell Photographs
5.6.1 Prisoners must seek approval for the quantity and nature of property they may retain in-cell (which may include photographs) and in accordance with Commissioner’s Requirement – Prisoner Property.

5.6.2 In prison areas occupied by sex offenders who have been charged with any previous or current sex offences against children, possession of any pictures or photographs of children or children’s activities, including pictures of the prisoner’s children, should not be permitted, unless a General Manager determines that it is appropriate, taking into consideration advice from the Sex Offender Management Branch or Specialised Offender Assessment and Treatment Services staff.

5.6.3 All photographs issued to prisoners and retained in-cell remains the property and responsibility of the prisoner.
5.7 Photographs of a Deceased Prisoner
5.7.1 Photographs of a deceased prisoner can be taken in response to incident management; however, staff must seek permission from Victoria Police to continue taking photographs if a crime scene has been relinquished. 
5.7.2 In the event that family members request to take photographs following the death of a prisoner in hospital, staff must take into consideration any cultural or religious needs and seek the permission of the Prison General Manager prior to permitting any photographs being taken.

5.7.3 Photographs will ordinarily not be permitted where the death is suspected to have been caused by unnatural causes (e.g. suicide or assault), and particularly if the prisoner is classified as high profile.  Requests by Victoria Police to take photos on their behalf, or where photographs may be necessary to record significant changes to the crime scene must be considered.  Following the photographs being provided to Victoria Police, no (hard or electronic) copies are to be kept by the prison. Refer to Commissioner’s Requirement – Reporting and Review of Prisoner Deaths for further information.
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Consent for the Collection and Use of Prisoner Photographs / Videos
 for Recreational Events or at a Prisoner’s Request

	Prisoner’s Given Name and Surname: 
	     

	CRN:
	     

	Prison:
	     


I       (insert Prisoner full name), consent to Corrections Victoria:
Please select one option only

	using photographs/videos identifying me for the purpose of       (specify purpose of photograph/video – e.g. Sporting event displayed in unit).  

I acknowledge that these photographs/videos may be used at a later stage for a similar event.
	 FORMCHECKBOX 


	using photographs or videos identifying me for the purpose of       (specify purpose of photograph/video – e.g. Sporting event displayed in unit).  

I do not consent to the use of these images for any other purpose than the above event. 
	 FORMCHECKBOX 



Or

	I have requested Corrections Victoria to take a photograph of me/me with family members for my personal use.

I acknowledge that Corrections Victoria will retain an electronic copy of the photograph for a period of 2 weeks, within which time I may request a copy for me to keep.  After this period, Corrections Victoria may delete/dispose of the photograph without further notice to me.  


	 FORMCHECKBOX 



The purpose of this document has been explained to me, along with the purposes for which photographs or videos of me may be used.

Prisoner’s Signature:                               

Date:      
Witnessed by:


Prison Officer’s Name:      
Signature:

Date:      
This Authority will remain valid for use unless you specifically request it to be withdrawn. All photographs not retained for departmental purposes will be disposed of 2 weeks after the date the photograph/video was taken in accordance with the Corrections Victoria Retention & Disposal Authority.
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